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NAVAL AIR SYSTEMS COMMAND
PERFORMANCE APPRAISAL FORM
5.  Rating Period
Record of Reviews and Final Appraisal
6.  Elements Issued                        Date
8.  Final Appraisal Issued                    Date
7.  Progress Review                              Date
9.  Rating Type:
10.  Official Rating:
13.  Position Description Certification (to be completed at the beginning of the appraisal period).
 
Check One:  
14.  Critical Elements and Standards
       (Critical Element 1 applies to all employees.  Check elements 2, 3, or 4 ONLY if they are applicable)
Rating Level (x)
Acceptable                        Inacceptable
 CRITICAL ELEMENTS/STANDARD FOR ALL EMPLOYEES
 
1.       X         Execution of Duties:
Performs assigned tasks (including the protection and management of classified information), readily accepts and performs the work to be accomplished, supports and implements policies, procedures, and regulations, and uses applicable knowledge and skills to produce a product or service of good quality in a timely manner.  Works effectively in groups, participates in resolving team conflicts, and establishes and maintains cooperative and effective internal and external working relationships.  Keeps supervisor(s) and/or team leader(s) informed of difficult and/or controversial issues and problems.
CRITICAL ELEMENTS/STANDARDS FOR TEAM LEADERS, MANAGERS AND SUPERVISORS
 2. 
         Leadership and Organizational Support (Required for all Supervisors, Managers and Team Leaders):
Promotes an efficient and effective organization by performing the following: selects team members and/or makes work assignments without regard to non-merit factors; resolves issues and problems that arise in the administration of programs; monitors all aspects of programs for quantity, quality, cost, schedule, effectiveness, and consistency; provides timely and correct information and guidance to serviced organizations; implements a system of internal controls which ensures program integrity and prevents waste, fraud and abuse; adheres to policies, regulations, and procedures covering areas such as safety, audit follow-up actions, classified information protection and management, internal management controls, inventory management, and contract administration; and, develops, maintains and promotes productive work relationships at all levels of the organization.
 3.     
         Personnel Management / EEO (Required for all Supervisors and Managers):
Promotes a work environment in which employees can excel (encourages innovation, continuous training, and positive attitude).  In accomplishing this goal: selects/recommends individuals for recruitment, promotion, recognition, training, and work assignments in an equitable manner without regard to non-merit factors; appropriately appraises staff within required timeframes; uses established position management principles and techniques which result in an efficient organization; uses discipline and alternative dispute resolution processes where appropriate.  Ensures that religious and disability accommodations are provided 
 as appropriate and reasonable, and takes a proactive approach in ensuring a work environment free of all forms of discrimination and harassment.
 4.     
          Safety (Statement below, or similar statement is required for all Supervisors and Managers):
Promotes a work environment wherein health and safety concerns are a top priority.  Identifies and/or addresses health and safety hazards, takes direct action(s) to minimize on-the-job injury and/or to correct an unsafe work environment.  Ensures that staff participates in pertinent OSH training, uses approved personnel protective equipment (PPE) and safety equipment where applicable, and participates in OSH committee meetings and safety inspections as appropriate.  Develops and maintains regular procedures for communicating with staff members to minimize the possibility of job-related injuries or illness to employees.
15.  ADDITIONAL CRITICAL ELEMENTS / WRITTEN COMMENTS
16.  SIGNIFICANT PERFORMANCE APPRAISAL ACTIONS
 
Within 30 days of the beginning of the rating period     Review and Issue Performance Elements
                                                                                         ·  Within 30 days of the beginning of the rating period, supervisor meets with each employee to
                                                                                               discuss and review mission requirements, the employee's individual objectives, and the 
                                                                                                performance element(s).
                                                                                         ·    Supervisor and employee both sign and date the form (hard copy).
 
                                                                                             Distribution:
                                                                                             - A copy is given to the employee.
                                                                                             - The supervisor keeps the original.
 
Mid-cycle                                                                         Complete Progress Review
                                                                                          ·    Supervisor and employee meet to discuss the employee's accomplishments, update 
                                                                                                    priorities, and define new assignments and expectations.
                                                                                           ·    Supervisor and employee both sign and date progress review on the original form.   
                                                                                           ·      Supervisor maintains original.
 
Within 30 days of the end of the rating period                  Issue Rating of Record
                                                                                           ·    Supervisor rates the employee's performance on each element and assigns an official
                                                                                                     rating.
                                                                                           ·     Supervisor and employee both sign and date the original form.
 
                                                                                                                                
                                                                       Distribution:
                                                                                                - A signed copy is given to the employee.
                                                                                                - The supervisor keeps a signed copy.
                                                                                                - The final original rating is forwarded to HRO.
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